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CENTRAL INTELLIGENCE GROUP 
Washington, D. C. 



MEl.IORANDUI t 28 July IRii? 

NUI1BER 5 2 

SUBJECTr Call for Estimates Fiscal Year 19h9 


1. All Offices and/or Staff Sections of the Central Intelligence Group vdll 
submit estimates of required funds for the fiscal year 19h9 (1 July 19!i8 - 
30 June I 9 U 9 ) to the Budget Division, Budget and Finance Branch, A & If, 

on or before 15 August 19h7 for inclusion in the regular budget of CIG» 

2. Estimates will be submitted in two complete sets in the form and manner 
hereinafter described ivith regard to all objects of expenditure. 

3 . Each Office or Staff Section (except OSO) having installations or rep- 
resentatives in any location other than Washington shall submit separate 
estimates on behalf of the activity at each such location. SimilarTy, 
separate estimates are required for eacb* distinct major project in process 
or proposed, showdng fields of ivork or t;/pes of service^ rendered. 

lu The Budget Division, Budget and Finance Branch, will furnish separately 
a sample budget for the information and guidance of those responsible for 
the formulation of the estimates. Budget Division analysts are also avail- 
able for consultation with administrative officers in connection with the 
development of Office and Staff Section budgets. /Dial Extension 721/ 

GENERAL INSTRUCTIONS 

5* Presentation ^vill be lengthwise of the letter-size pages and ad”equate 
left-hand margins will be provided on each page to permit the use of Acco 
fasteners. The Office or Staff Section estimates must be presented in the 
sane form and order as t!ie sample, but must be prei^ared in greater detail. 
Special attention should be given to the preparation of justifications 
ex-plaining and supporting the estlMtes for each object classification of 
e:^enditure, emphasizing specific, concrete, factual data and, where possible, 
citing actual work-load figures. To be useful, a riryitten justification must 
be \inderstood by all subsequent reviewers. Justification dali to be included 
in the estimates are: 

Statement of Authorization from which the functions and activities 
of the Office or Staff Section are derived, i.e.. General Orders, etc. 

Statement of Functions and Activities of the Office or Staff 
Section. ' 

O^^^sment of Coordination indicating the operating relationships 
between the Of i ice or Staff Section and other units of CIG and betv;een the ’ 
Office or Staff Section and other departments and agencies of the Government. 
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d. . Statement of Objectives and/or AccorapliglimentS j actual and 
proposed incllcating need for and value of the service of product, etc. 

The necessity of the v/orjc should be demonstrated. ’fork measurement and 
unit "c os € 'data should be used \yherever possible to relate work load to 
personnel, Vvhere monthly reports of activity have been maintained, such 
reports provide a factual basis. 

0 , Organization Chart and Functional Chart clearly delineating > 
lines of auiKority and distribution of activities ’.vithin the component ^ 
parts of the Office or Staff Section, supported by individual statements 
describing the activities of each such component. 

Chart shoT/ing the flow of work through the various components 
of tlie Office or Staff Section, Vfork flow charts should clearly denote 
the flow of projects into and through the various components of each Office 
or Staff Section and the production or service contributed in the flow by 
each component. It is unnecessary to go into great detail v.ath regard to 
the flow of papers and documents through the Office or Staff Section where 
such data would not contribute to an analysis of its main production goal 
or objective. 

g. Detailed Justification of Vouchored Estimates by Object 
Classificatrlbn "" ^ 

(1) ersonal Services 

(a) GIG Form 32-10 shall be used in preparing estimates 
personnel requirements. Separate sheets shall be used for each organiza- 
tional iinit TTithin each Office or Stiff Section, and for a consolidated 
recapitula uion. The recapitulation nay include, when necessary, summary 
totals for large organizational units under each Office or Staff Section. 

(b) Positions ’.vill be divided into the folloiifing services 
Groups ! Clerical, adriiinistrative, fiscal servicej professional servicej 

sub-professional service; crafts, protective and custodial service; and ’ 
unclassified (including employees in peimanent positions compensated on 
an hourly, daily, monthly or annual basis). 

iii classes of positions whether occupied by Civil 
Service, Special Funds, "On Loan" from participating Agencies, or Armed 
Services personnel shall oe listed on Form SP—IO by operating titles in 
order of authority within the organizational unit. In addition to the 
operating title, the Civil Service grade and salary shall also be stated for 
each position. Positions filled by Armed Services personnel will shovj- the 
incumbent's rank or rating. Positions filled by "On Loan", Special Funds 
or by permanent Civil Service employees will be appropriately identified 
as such. Estimates of i-equirements for other specific types' of civilian 
employees (i.e., temporary, part-time, consultant and ’ilE) will be shoTO 
on Form 32-10 mth title, grade and salary as above. Class identification 
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will be indicated by a check mark extended into the appropriate specific 
colurai for the class (temporary, lAE, etc.)- Justification for the need of 
this'-oersonnel Y/ill be given in the statement of justifications preceding 
each Form 32-10, including information concerning the anticipated period oi 

service, etc. 

(d) Salaries stated on Form 32-10 shall be annual salaries 
for a forty-hour \TOrkvTeek at rates in accordance mth the Classification 
Act of 1923, as ajnended, and the Federal a-nployces Pay Act of 19Iu, as 
amended by the Federal JiSnployees Pay Act of 19)|6. 

For fiscal year 19U0, salaries for positions already occupied avill 
be reported at the actual rates nw'/ being paid. For fiscal year 19u9, the 
salary rates v^ill include such adjustments^ as are necessary to allow for 
Yci thin— grade advances applicable to that fiscal year. 

Salaries for oositions now vacant and/or to be vacant at the begin- 
ning of fiscal year i9h9 vail be shown at the minimum for the grade during 
the applicable fiscal years. 

(o) The estimates for all personal services on Form 32-10 
will be preceded by a justification statement of the requirements for the 
personnel indicated on the fora. The statement mil cover all requirements 
fS ov^time and night differential. It will also set forth the amount^ 
of living find quarters allowances payable to United Stages citizens employed 
at foreiL installations and the 2^?^ territorial differential alliance 
oavable at installations in the territories. Reference should be made to 
exocrience data on production shomng qualitative inforaation as to users and 
use of the product and quantitative data regarding units production 
capacity required. 

(f) CIQ Form 32-10 may bo requisitioned in the nomial 
manner from the Supply Division, Services Branch. 

(2) 02 - Travel 

(a) Estimates for travel shall include transportation costs, 
p^-r diem or subsistence during authorized travel status, and other expenses 

incident to travel which are to be paid by the Agency, either directly or 
by reimbursement to the traveler. A schedule of travel rates is given in 
Appendix 2, including cost elements of transportation, per diem, etc., between 
Washington and major foreign and domestic points, 

(b) Dollar estimates should be based upon the number of 
trips to be performed to specific areas, and computed at rates provided^ by 
the cost of travel schedule. Complete justification must bo furnished in 
form of statements of purpose for the anticipated travel to ana within each 

area. 


Approved For Release 2001/07/27 : CIA- 


STM 


,61A000100020043-3 



Approved For Release 2001/07/27 : CIA-RD 


- 14 - 


000100020a43-3 


(c) Estimates for employees transferring to installations 
outside of 'Washington shall bo based upon amounts sho’.-m upon the travel 
schedule. Cost of transportation and per diem up to day of entrance on 
duty at such installation are included in these rates. 

(d) Cost of transportation and per diem for employees 
officially stationed at locations outside of ViTaShington, and that of 
cjaployees transferring from sucli locations to -Washington should be included 
in the estimates for travel submitted by or for such installations and shall 
be computed at the estimated scheduled rates. 

(e) 'Within area travel vdll bo based upon an estimated 
number of trips to be perforraed at rates per trip as estimated by the 
individual Office or Gtaff Section and shall be supported by a statement of 
purpose for travel v/ithin each area. 

(f) In preparing estimates for travel, consideration must 
bo given to possible travel of employee dopendents. This estiraato vd.ll be 
computed on transportation costs only. 

(3) 03 - Transportation of Things 

(a) Estiriiates for the transportation of things shall 
include those charges '.^hich are paid or are to be paid directljr by the 
Government and not by the vendor, whether such transportation be by land, 
air or iwater; as well ;is charges for the care of such things ’-vhile in process 
of being transported. Such all-inclusivc estimates for the transportation 

of things betvfeen V/ashington and various foreign areas are scheduled in 
Appendix 3* 

(b) Costs involved in the transfer of material, supplies 
and equipment to be used or issued inside or outside the United States will 
be included in the estimates of the Services Branch. 

(c) It will be the responsibility of the indi-'/idual Office 
or Staff Section to supply justification of transportation costs incurred 

in the shipment and reshipment of administrative and operational supplies 
and cquiixnent and household goods and personal effects of employees. 

(h) Oh - Communications 

(a) Estimates shall include costs of transmission of 
messages from place to place, such as tolls for land telegraph, marine 
cable, radio, wireless telegraph, and telephone services, and postage. 

They shall also include switchboard and service charges and telephone 
installation costs. 

(b) Estimates for all charges in connection with tolophone 
service in U'ashington v/ill be prepared by the Services Branch. 
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(c) T^’stinatcs for telephone service in field j.nstallations 
.»;ill be prepared jointly by the Office or Staff Section concerned and the 
services Branch and shall be reported in the budget ustinatos suoHitbed 

by the former. 

(d) Telegram and cable costs estimates will be prepared by 
the Communications Division, OSO. 

(f) Estimates for special services such as taletirpe, telo- 
crvi^ton, telemeter,' direct wire, tie-line service, etc., shall bo prepaid 
and justified by the Office or Staff Section having or desiring such service. 

(^) Og - Rents and Utilities 

(a) Estimates shall include charges for rental of space; 
for heat, light, power, water, gas, electricity, and other utility services 
exclusive of transportation and cormuni cation services. 

(b) 'Rents and utilities estimates covering all utilities 
and office and warehouse space now occupied and/or contracted for will be 
■orepared jointly by the Services Branch and the Office or^Sviff Section con- 
cerned and shall be reported in the budget estimates suonitted by tno Litter. 

(c) Estimates for additional space and facilities for tne 
fiscal year 19h9 should be prepared and presented with the necessar:;- justi- 
fication by the Office or Staff Sections concerned. 

(d) Estimates for field offices (except OSO) shall be 
contained in the estimates presented by or for those offices. 

(e) Estimates for rental on a contract basis of special 

equipment and/or business machines will be fully justified and submitted 
by the Office or Ste.ff Section concerned. The justification will include c 
description of the machine or equipment, the rental cost per period and the 
total estimated cost for fiscal year 19U9. • 

(6) 06 - Printing and Binding 

(a) shall include priiiting of forms and letter- 
heads, printing and binding of books, pamphlo ts , docments , and^ other pub- 
lications. Printed fonas and lotterlvaads are included under tnis group. 

(b) Estimates for printing and/or binding of forms, 
stationery, and routine office supply items wall be made by the Services 
Branch, 

(c) Snecitil or unusua.1 requirements for printing and bind-uag 
which cannot 1x5 handled' by CIO reproduction facilities, such as the need 

for special teletype paper and multiple leafed foms, maps, eiict, tmou-^d be 
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sot forth in detail by each Office or Staff Section, indicating the type 
of publication or raaterial, the estinatod number of itoins or copies, the 
unit and total cost of each publication, and the proposed use or distributim. 

(7) 07 -• Other Contractual Services 

(a) Requirements for procurement on contract of special 
supplies and equipment and/or special services shall bo specifically stated 
and justified. 

(b) Estimates for photographing and reproduction services, 
for advertizing and publication of notices and for the maintenance and 
repair of office buildings and warehouse facilities mil be submitted by 
the Services Bra.nch. 

(c) Estimates for requirements of fiands for special pro- 
jects involving other Govorriment Ac^oncios and/or outside concerns shall bo 
stated by specific project costs, identifjrlng costs by object class in the 
same manner prescribed for the overall buc3.gct submission. 

(d) Estimates for additional protection service furnished 
by the Public I-luildlngs Administration upon a contractual basis vail be pre- 
pared jointly by the Services 3ranoh and the Executive for Inspections and 
Security. 


( 8 ) OO - Supplies and Hate ri als 

(a) Estimates for normal office supplies and materials 
vd.ll be prepared hj the Services Branch. 

(b) Estimates for special supplies and materials peculiar 
to specific operations vri.ll be reported and justified by the Office or Staff 
Section having such special roquironents . 

(9) 09 - .Equipment 

(a) Estimates for office equipment will be proparod by the 

Services Branch. 

(b) Estimates for operating equipment peculiar to specific 
operations will be reported and justified by the Office or Staff Section 
having such special requirements. 

(c) Estim.ates for purchase of motor vehicles mil be 
prepared by the Sc.rvioes Branch, and mil be supported by a full justifica- 
tion. blierc replacement is proposed, the explanation shall set forth the 
yen,r, i'’.odGl, and boc’y t.^/pe of the vehicles to be replaced, mileage, kind of 
use, and other pfvrtinent information. Inforaation must also be given as 

to the number of old vehicles still to be used and tJio estimated cost of 
maintenance and operation of such vehicles. 
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(10) lO-Lands and Structures 


Estimates covering lands and interests in land, buildings 
and other structures and permanent improvements and additions vfhen acquired 
under contract shall be prepared jointly by the Office or Staff Section 
concerned and the Services Branch, A & }{. 

h. lanployee Health Progr.^ . Estimates for the cost of operating 
the agency laealth prograti, including the cost of health rooms operated 
by the agency for its eraployees (and employees of other agencies, if any) 
will be prepared jointly by the "^edical Services Division, Personnel Branch,- 
and the Budget Division, Budget and Finance Branch. 

i . Special Fun ds 

(1) Estimates for unvouchered (special funds) for the fiscal 
year I9h9 should bo submitted and justified on a project basis, as nearly 
as possible in the sotjo manner as the Office or Staff Section estimates for 
vouchcrod funds. 

(2) Justification for each project should include a brief 
outline of the project, number of p(,;rsonnel and amounts of materiel and 
Eupplius, and whore possible the funds devoted to the operation during the 
past fiscal yo-nr; and should be specific in regard to the forecast of 
personnel and furtJior requirements for fisc-'il year V)\0 . 

FOR THE DIRECTOR OF CEKTH'iL INTELLIGENCE: 



Executive for 

Administration and liana gemont 


Attachments : 3 
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02 TRAVEL 

Schedule of Estimated Rates 


From 

To 

One Way 

Round Trip 

ITew York 

Boston 

$ 15 

it 40 


YTashington 

Hew York 

15 

,40 



Boston 

25 

60 


If 

Miami 

60 

130 


T1 

East Coast points 

20 

50 



Mid TTest Points 

50 

120 


ft 

’^est Coast Points 

200 

450 


n 

Hawaii 

350 

000 


n 

Central America 

275 

600 


tt 

South America 

500 

1,100 


tt 

STO 

450 

1,000 


ft 

MEDTO 

600 

1,400 


If 

FETO 

1,000 

2,500 



Schedule includes average costs of transportation and 
per diem, etc. 
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03 TRANSPORTATION OF THINGS 
Schedule of Estimated Rates 



Unit Cost 

Motor Vehicles 



Crating (includes freight to POE) 

Per 

Vehicle 

0200.00 

Shipping (POE to destination) 



ETO 

tt 

275.00 

tesdto 

n 

350.00 

LATO 

n 

300.00 

FETO 

It 

400.00 

General Cargo (Delivery to addressee) 



(Adrainistrative supplies and equipment, 
comrauni cations supplies and equipment, 
and operational supplies and equipment) 



ETO 

per Ton 

100.00 

MEDTO 

tt 

100.00 

LATO 

n 

75.00 

FETO 

n 

100.00 

Household Goods and Personal Effects 



To POE (Based upon S.O. 9805 maximum 

weight reimbursement allow- 
ances; Family, 7,000 lbs; 
single individual, 2,500 lbs) 



350 mi. 

Per 

5.00 

1000 mi. 

100 lbs. 

8.50 

3000 mi. 

n 

15.00 

POE to destination 



ETO 

Per Ton 

100.00 

TTEDTO 

n 

100.00 

LATO 


75.00 

FETO 


100.00 

Air Shipments 



ETO 

Per lb. 

1.50 

MEDTO 

tf 

2.25 

Hawaii 

It 

1.75 

lATO 

Tt 

2.00 

FETO 

Tt 

3.50 
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